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How To Create A Training Event
MiRegistry approved training helps Michigan’s early childhood and out of school time
professionals meet their professional development needs.

Training may be submitted through the profile of an Individual MiRegistry Approved
Trainer or the profile of a Training Sponsor Organization.

Submitting a training in the MiRegistry system is a two-part process (submitting a
course and submitting an event). This guide will walk you through the process of
creating and submitting an event.

If you have not yet created your course, please see our Creating a Course guide. 
You will need to create your course before you can create your event.

1 Visit miregistry.org and log in.

https://miregistry.org
https://miregistry.org/wp-content/uploads/Creating-a-Course.pdf
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2 In the left side menu of the profile screen, click "Training Entry".

• If you are creating an event as a Training Sponsor Organization, click on your name in
the upper right corner of your profile screen and click on your organization to toggle to
your Organization Profile. Then, access the menu on the left and click "Training Entry".

• If you are creating an event as an individual trainer, see Step 2.



3

3 In the left side menu of the profile screen, click "Training Entry".

• If you are creating an event as an individual trainer, simply access the menu from the
left side of your individual profile and click "Training Entry."

4 To find a course, either search by Course Title or Course ID or click "View" next to
Approved courses.
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5 Click on the three dots within the course you would like to create an event from.
Then, click "Manage Course" to access the Course Details.
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6 Under Course Details, click the "Course" button to view the menu.

7 Select "Schedule Event" in the drop down menu.
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8 Click "Select a Course" and then "Continue"

9 Select an Authorized Trainer.
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10 If your event will have multiple trainers, click "Yes" to add another trainer. You will
be able to search for additional trainers using their name or MiRegistry ID and
then select them.

If your event will have a single trainer, click "No".
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11 Select "Confirmed" to confirm each trainer you selected for the event.

Please note, trainers must be confirmed in order for the event to be published.

12 Select a Training Language from the drop down menu.
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13 After your trainers are chosen for the event, you can choose which trainer(s) have
administrative access to the event. Please note that multiple trainers can have
administrative access to the event.

After you have made your selection(s), click "Continue" to proceed.
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14 Make Assessment of Learning selection(s) for the event. You may choose multiple
assessment types.

15 Select the delivery method(s) for your event. You may choose multiple methods.
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16 Click "Continue" to proceed.
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17 Select whether you would like the event shown in the public search results.

If you want the event published on the statewide training calendar, you will click
"Yes". If the event is being created for a predetermined group and you do not
want others to register for the event, you will choose "No".

This can be edited at any time on the Event Details page.



13

18 Select the type and location of the event.

If your event is in person, select "IN-PERSON or Classroom based".

You can select a location from your previously saved locations by clicking "Saved
Locations" or enter a new location by clicking "+Location".

19 If your event is online, select "Online" and enter the URL in the Web Address field.
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20 Select "Yes" for self-paced when each individual participant completes the training
on a different date. Otherwise, select "No."

In cases where the Event occurs over the course of more than one day and
attendees must attend all sessions to receive credit, select YES create a Multiple
Sessions event. For example, a single event is 16 hours. Attendees complete the
event in two days for a total of 8 hours each day and attendees must attend both
days to receive credit for completion of the 16-hour event.

Please Note: Providing the same event to different attendees, for example giving
the same event at a conference more than one time, to different audiences is not
a multiple session event. In these cases, each event needs to be scheduled
separately.
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21 Enter a Start and End Date for the event. Self-paced events can be open for 1 year
in length. (Example: 1/1/2026-12/31/2026).

22 Check the box to confirm your selected event dates.
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23 Enter contact information for the event. Then, click "Continue".
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24 Select "Yes" if registration is required for your event.

Then, choose whether you want attendees to register within the MiRegistry
system or through your own external registration site.

• Select "MiRegistry Online Registration" if you want attendees to register within the
MiRegistry system. MiRegistry Online Registration allows attendees to register directly
within the MiRegistry system, adding them to the event roster. Please note: You must
become a Training Sponsor Organization in order to use MiRegistry Online Registration.

• Select "External Online Registration" to allow trainers to enter an external
registration link for attendees to leave the system and register through an external
website. Attendees will not be added to the event roster upon registering for the event. If
External Online Registration is chosen, the system will allow you to choose the registration
deadline, enter a registration web address, and enter a training fee.
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25 If your event is free, check the box next to "This is a Free event". If your event will
have registration fees, leave the box unchecked and fill out fee information later
in the process.

26 Enter the maximum number of participants, registration start and end date,
whether you would like to hide the listing until the registration start date, and
what additional information you want to collect from attendees at registration.
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27 Click "Registration Emails and Text" to manage the text that will appear on the
registration page and confirmation page, as well as in the confirmation and
reminder emails.
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28 Add the text you would like to have displayed on the Review Page and
Confirmation Page for your event.

• The Review Page text is displayed when an individual clicks on "Register online."

• The Confirmation Page text is displayed after the individual has registered for the event.

• Please note that the system automatically fills in text which can be edited for each
event.
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29 Add the text you would like to have displayed at the top of the confirmation email
and reminder email attendees will receive. Once you are finished adding text, click
"Save" to proceed.

• The Confirmation Email is sent when an individual registers for an event.

• You can CC yourself on the email so that you are notified when an individual registers
for the event.

• Multiple individuals can be CC’ed if a semi colon is entered between emails.

• The Reminder Email is sent out 3 days prior to the event start date.
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30 Event registration can be limited to specific regions and counties of the attendee’s
home address listed in their profile. If they live outside of the parameters set by
the trainer, they will not be allowed to register in the system. As a trainer/training
sponsor organization, you will be able to add the registration to the roster on your
end.

• To choose which regions and/or counties you would like to limit registration to, select
‘Yes’. Next, choose the region and counties within that region that you would like the
registration to be limited to.

• If you do not want to limit registration, select ‘No’.
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31 If your event is a fee-based event, click "+ Option" in the Registration Options
section to manage your registration fee.

32 Enter the registration name, registration fee, registration start and end dates and
an optional registration description.

• Please note that the registration start date and end date for this fee should match the
registration start and end dates of events.

• If you have multiple fee schedules, please ensure that there is not a gap in fees.
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33 Click "Save & Review". Review your event details, making any necessary edits
before submitting the event.



25

34 As you review, you will notice any missing required information marked with a red
triangle. To edit or add information, click "Manage" next to the section you wish to
edit.

35 Click "Submit Event" to submit your training event for approval.
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36 Read and agree to the Online Registration Terms and Conditions. Then, click
"Continue" to submit your event.

After submitting, please keep in mind:

• Events are reviewed within 3 business days.

• You will receive an email when the event has been reviewed.

• The event may require additional revisions before it can be approved.




